This checklist is for DoD entities who are new to Wide Area Workflow-Receipts/Acceptance (WAWF-RA).  The checklist below identifies the minimum steps necessary to begin using the application.  Several steps can be completed concurrently.

 1.
Identify Functional Lead 

· Primary person for coordinating deployment

 2.
Identify contract(s) to participate in the WAWF-RA pilot.  Track:

· Contractor Company name, cage code

· Contract Number (if GSA contract, include Delivery Order Number)

· COR Name/POC

3.
Verify contracts to be used are in Electronic Document Access

· Contracting office can do this at <http://eda.ogden.disa.mil/>

4.
Make sure that the contract is assigned valid DoDAACs

· Validate DoDAAC at https://day2k1.daas.dla.mil/dodaac
5.
Contact Vendor participants

· Recommend via letter notification

6.
Ensure Vendor establish EB POC in CCR. 

· Authorizing agent on behalf of the vendor's organization/company 

7.
Contact installation-level Local Area Network (if applicable)

· To gain approval to use software on LAN and to assist PC set-up issues

8.
Determine WAWF-RA roles and responsibilities (both Government and Vendor)

· Identify applicable workflow users (i.e. inspectors, acceptors, local process officers, pay officials)

· Identify individuals to monitor the workflow (view only users)

· Identify the contractor POC who will submit invoices and/or receiving report, e.g. the individual at the vendor's site responsible for this activity.  If the vendor would like to submit data via FTP or EDI, refer to the "WAWF FTP/EDI Guides" (available after the vendor's account is activated) or contact the Customer Support Center.

9.
Complete DD Form 2875 

· Applicable for GAM (Gov't and Vendor) and Government Users

10.
Notify appropriate DFAS payment office

· Ensure DFAS Payment office ready (registered and trained)

11.
Ensure Location Code Exists within a WAWF-RA Group Structure (both Government and Vendor) 

· Each Location Code (Cage Code or DoDAAC) must be set-up in a group structure prior to user registration.  To verify a group name for a Location Code, either contact your WAWF-RA EB POC or the WAWF-RA Customer Support Center.

12.
Set-up an organizational e-mail (both government and vendor)

· All WAWF-RA documents status messages related to the DoDAAC (or CAGE) will be sent to this email address

13.
Ensure Service/Agency Government entity establish Group Administrator. 

· Authorizing agent on behalf of Government activity.  Follow-up with WAWF-RA Customer Support Center to ensure GAM account is activated.

14.
Ensure participating Government personnel have valid DoD PKI certificates. 

· Government personnel can use UserID/password until they receive a DoD PKI cert

15.
Configure workstation (both Government personnel and vendors)

16.
Self Register (both Government and Vendor)

17.
Provide training (government personnel and vendors). 

· Web training at <http://www.wawftraining.com/> or hands-on exercise at <https://wawftraining.eb.mil/>
